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RECORDS MANAGEMENT DIVISION
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INSTRUCTIONS See Publication No. 76—RM--1 for instructions on completmg this form, Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Scheduling Section, ¢ XROL2¥ -0/

T M._-..-.».ir--m-«'u;——-wm-.m--
FOR AGENCY USE ancy Addr FOR RECORDS MANAGEMENT USE
Application Date Ge%grg i ao%n,s‘%fm‘%gz'/%/ﬁ‘%g QFA/_;‘//W Applicaﬁtiop Number
S Agents Licensing bivision- Computer Operatlons ! 88 2_5
Application Number —] Rm.616, West Tower, Floyd Bldg : . Date Recaived " Date Completeq
| Aﬂf"ta 6A 30334 FEB 241988 | Hun 301988
2. Person to Contact - - Working Title T Telephons Number
Debbie Richardson Computer Operatlons Superv1sor o ' 656 2100
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3. Action Requested
a. [X Estapusn Retention Schedule; record will continue to accumuiate.
b. (O Dispose of present accumulation; no further accumulation anticipated.
¢. O Amend Application No. Check One: [ Change; [ Supercede: O Void

A

4, Dates of Senes : 5. Recoﬂ:!s Saries Title (fo”owed by title used in office, if different)
Earliest

July 1985 To Date Permit Renewals and Re-exam Permlt Applications

6. Di.:i;i-on and -bfﬁce Function What is the function of tHéBlVISSOn and the Oﬁuce in which tfus record series is created?

The Agents Licensing Division is re5p0n51ble for the legal licensing of agents, counselors,

brokers and adjusters for all classes of insurance by strict enforcement of the
qualification requ1rements for all applicants.

The Computer Operations Section is responsible for batching and processing first time
license applications, renewals, certificate of authority request and annual listings,
re-examination permits, permit renewals, bad checks, redeposits and refunds and
balancing such with the fiscal department. The section alsc processes all insurance
examinations and issues and prints licenses, failure notices, permits and letters of
cert1f1cat10n/clearance letters to agents applylng for licenses in other states.

pis e

7. Record Series Description This file contains the foltowing“documents (inclt;"de form numbers and rit!es, if any):
Attach samples of the file,

Documents relating to:
Renewing expired examination permits and app11cat1ons for re- exam1nat1on of failed exams.-
Included are:

Form A-1 - Application for Examination Permit
Failure notification of Insurance Examlnat1on
‘Batch Control Sheets, Batch Detail t:sts

File is arrange.d'
Chronologically by Fiscal Year; thereunder numerically by asszgned Batch number.

8. Monthly Reference Rate How often are records referred to which are: T T
Onetosix monthsold . 20 ; Sevan to twelve months old __.._1.(1__.‘, Thirteen to twenty-four monthsold _ 5 :

twenty-five months and older 1 ?
9. Annual Rate of Accumulation of Records N e
Letter-size drawers —— . . _____; Legai-size drawers e i Shelves __ 3 . _:Other (specify)
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il If not, where is it? } )
X b. Does the series contain confidential mformatnon requiring security handling? If yes, cite law or regulation.
X c. Isthisa v:tal record? = j N
X d. Does this series have historicat or long term research value? .
e. When one or two documents i in the file make it necessary to keep the entirg file for a long period, couild these
X dosuments he scheduled separately? .
LY I h;mLmﬁunmnnajnnnhmdulnnmuuﬁmmmLpubhﬂmdeUAGahmmmnsmnxh_Hﬁﬂ.L,h“
X g. Is the information contained in this saries ever anaiyzed end/or recorded in a summarized report?
: If ves. attach copy,
h. Is there a duplication of this series in your office, or in another office or agency?
X If ves, whera? —_ : ' ‘ ]
X i ls_thummuammmmmmafmwmcmmmed? :
X i..Roes the record series result in a computer printout?
11. Retention Requirements The following requires the Series to be kept:
a. State Law ‘ 0 years. d. Audit period ! years.
b. Statute of iimitation 2* years. e. Administrative need 2k years,
c. Federal law : 0, f. Federal retention instructions 0

years, yB8ars.
*see attached sheet _ .

Attach copy or excerpt of laws or regulations. Explain administrative need.
Information is needed to verlfy receipts of payments, and for reference in the event
a certificate is not renewed in one year, but renewal is requested in a subsequent year.
Also used in the event legal action is initiated aga1nst agents who have not acqu1red the
proper licenses or certificates of authority.

12. Aocroved Dispotition Instructions This agency recommends that the file series be cut oﬁ at tht end of each:
O Calendar Year; X_'I Fiscal year; [0 Other — then,

& Hold in the current files area ..;_Q___month(s) -—— year(s}; then
{J Transfer to locai hoiding area, hoid . ... year{s}; then

® Transter to State Records Center; hold __2 _____year(s); then

& Destroy. B

O Transter to State Archives for permanent retentlon

O Other (Specify}

These instructions apply to all prior and future accumulations of the series,

AgencyAHead/Designea (Signature) , _Date ﬁégords Management Officer /. 'ﬁature) , Date
. ' ] _
Gy 2hllrd |22 2ol [Deblomer | moarss

X 4 fOr : Stats Records Committee (Signature) Dare
Recommendations in para- ) :

graph 12 are approved. . State Auditor/Designae é% ‘;‘,7,7_. &

{If disspproved, attach letter

N
of expisnation,) Sacretary of Stata/Designes - %M"( W&fm\, ' 4’/ "1/ 24
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